SUBMITTING INVOICES IN WBSCM FOR THE AMS FLORIDA Pilot
May 19, 2016

Log into WBSCM. (user must have been added to WBSCM and assigned the invoice creator role
by the Corporate vendor administrator (CVA) or assigned the CVA role.

Navigate to: Suppliers - Supplier Self Service
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SUBMITTING INVOICES IN WBSCM FOR THE AMS FLORIDA Pilot

In the "All Invoices" section of the Supplier Self Services Page, click

the process of creating an invoice.

Maintain O

Supplier Self Service  Bid

May 19, 2016

Create (the Create link) to begin

Supplier Self Service
4

[<]¥]
Detailed Navigation =
L} Supplier Self Service

= Inspection Results Entry

= Enter Shipment Receipt

= Shipment Dashboard

= Intemational Shipment Receipt
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» Start Page
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Select “For a Purchase Order”

Bid Management

Maintain Qrganization

| History, Back

Supplier Self Service

Supplier Self Service
»
Supplier Self Service

Invoice Application Process:

Create Invoice

For an ASN
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SUBMITTING INVOICES IN WBSCM FOR THE AMS FLORIDA Pilot
May 19, 2016

A list of Purchase Orders (PO) will be displayed. Select the applicable PO that one wants to
submit the invoice under by clicking the gray box to the left of the PO. The selected row should
be highlighted in orange.

Click “Create Invoice” | Create Invoice | at bottom of table.

Supplier Self Service Bid Management Maintain Organization

Supplier Self Service | History, Back
»

Supplier Self Service B E

Create Invoice:Select Document for Processing

View: | Print Version Export 4 F &
Transaction Number | Name Doc. Date | Status TOTALVALUE | PO Number | =
D3100004239 AG-DPRO-P-14-0191 01/14/2014  Confirmed 5000.00 4300001115
’—‘ 3100004232 AG-DPRO-P-14-0171 01/14/2014 | New 5000.00 4300001105
D 3100004297 AG-DPRO-P-14-0087-P0001 | 02/12/2014 | Changes Transmitted | 1200.00 4300001057
D 3100004314 AG-DPRO-P-14-0173 02/20/2014 | Confirmed 5000.00 4300001107
’—‘ 3100004298 AG-NTP-P-14-0089 02/12/2014 | New 5000.00 4100007601
D 3100004163 AG-DPRO-P-14-0079 12/11/2013 | Confirmed 5000.00 4300001050
’—‘ 3100004168 AG-DPRO-P-14-0088 12111/2013 | New 5000.00 4300001058
D 3100004226 AG-DPRO-P-14-0161 01/10/2014 | New 5000.00 4300001095
D 3100004241 AG-DPRO-P-14-0186 01/14/2014 | New 5000.00 4300001117

. 3100004231 AG-DPRO-P-14-0170 01/13/2014 | New £000.00 4300001104 [~/
[ Create e J] Go Back
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May 19, 2016

Invoice creation page is displayed.

In the Vendor Reference box, please enter “FL Pilot”

Document Action

Basic Data
Invoice: | 7100478579 Status: |In Process Description: | AG-3J16-0-16-0338
Document Date: |03/31/2016 Reference Po No.: 4100010632 Invoice Amount: | 258,400.00 usp

I “Wendor Reference: |Fl Filot Invoice Receipt Date: g

Products and Services

Vigw: |[Standard View] - ¥ &
Item Mumber | Product Mame | Short Text Quantity | Unit Met value | Tax Code | Purchase Order Mo. | Purchase Order ltem
i 310070 AMS PILOT-UFSY 258,400.000| EA  253,400.00 10 4100010632 0000000001 ﬂ'
Update Quantity
QM Selections

The duaﬁtify for the line item is derived from the Purchase Order less any quantities previously
invoiced against this PO. The quantity should be the quantity for the bi-monthly invoice. Once the
quantity (XX, XXX.XX) has been edited click the Update Quantities button.

Note: the Invoice Quantity is the amount that was awarded under the PO line item or the remaining
balance once invoices have been submitted and approved.

Supplier Self Service Bid Management Maintain Organization
Supplier Self Service | History, Back
»
Supplier Self Service =10
Document Action ~
Print/Download Back
Basic Data
Invoice: |7100005344 Status: | In Process Description: | AG-DPRO-P-14-0088
Document Date: | 04/21/2014 Reference Po No.: 4300001058 Invoice Amount: | 5.000.00 usD
Vendor Reference: l:l
Products and Services
View: |[Standard View] - E H
Item Number | Product Name | Short Text Quantity _Unit | Netvalue | Tax Code Purchase Order No. Purchase Order ltem
1 330099 DOD FRESH 5.000.000 EA 500000 10 4300001058 0000000001 i {
Update Quantity
QM Selections
View: |[Standard View] - T &
T Select  Light | Insp.Lot Created-On | Status | OrigQty Open.Qty | Inv.Qty = Premium Discount View: |[Standard View] hd ¥ &
PQ-tem | Tot Premium | Tot Discount | Other Dis v
< >
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May 19, 2016

Click = (the Down arrow) on the vertical scrollbar to display the Message box. Optional- enter text for
clarification purposes in the Message box and click “Save Text”.

Supplier Self Service  Bid Management  Maintain Organization

Supplier Self Service | History, Back
»
Supplier Self Service =)0}
Messages A
Display Document Header

IMessage to Purchaser

Qty reduced to 5000

Message From PurchaserMessage: Save Text

Partner Information

View: |[Standard View] - ¥ &
Description Business Partner | First name Street Street Code | Postl Code | City Telephone Fax E-Mail Address
Vendor Plant | 1140040 Test Vendor Plant 10
Vendor 1040065 Domestic Commodity Vendor 01 | 123 Main St 22033 Fairfax 555-555-6555 | 555-555-6666 | viva_pham@sra.com
Sold-to Party | 1000000 United States Dept of Agriculture Washington sincocka@gmail .com

Terms of Payment

Payment in Days Discount in %
[ 0.000
] 0.000
0
[
<= >

Click ¥ (the Down arrow) on the vertical scrollbar to access the Attachments section. Attach the excel
invoice file in this section. Click (the Browse... button).

Supplier Self Service Bid Management Maintain Organization

Supplier Self Service | History, Back
]
Supplier Self Service =10
Partner Information A
View: [[Standard View] - ¥ &
Description Business Partner | First name Street Street Code | Postl Code | City Telephone Fax E-Mail Address
Vendor Plant | 1140040 Test Vendor Plant 10
Vendor 1040065 Domestic Commadity Vendor 01 | 123 Main St 22033 Fairfax 555-555-5555 | 555-555-6666 | wiva_pham(@sra.com
Sold-to Party = 1000000 United States Dept of Agriculture ‘Washington sincocka@gmail.com

Terms of Payment

Payment in Days Discountin %
0 0.000

0 0.000

0

Attachments

View: [[Standard View] ~| Delete Row ¥ &

/| Attachment File

\ [ Bowse. EJ_MM
&
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Choose File to Upload from the Pop-up window

v Libraries » Documents » BOL Welcome Domestic Vendor

Search BOL

Organize ¥ New folder
¢ Favorites g)oticuments library Arangeby:  Folder =
B Desktop ) | History, Back
% Downloads Mame Date modified Type
] Recent Places
soL 4/15/20141:28PM  Adobe Acrobat D..
" 1 Further Instructions and Detailsl 4/16/20141205PM  Adobe Acrobat D...
4 Libraries L
=) Documents R
& Music Z &
[ Pictures
H videos tl Code | City Telephone Fax E-Mail Address
1% Computer 33 Fairfax 566-656-5565 | 656-556-6666 | viva_pham@sra com
‘; Local Disk (C:) ‘Washington sincocka@gmail .com
- 4 1M L3
0 0.000
0
Attachments
View: |[Standard View] | Delete Row E H
| Attachment File
[ | Browse. | Upload [ Save |
v
< >
., Further Instructions and Detailsl . : :
Double-click (the File name) or Open to attach to the invoice.

Supplier Self Service Bid Management Maintain Organization
Supplier Self Service | History, Back
]
Supplier Self Service B E
Partner Information A
View: |[Standard View] - AT ]
Description Business Partner | First name Street Street Code | Postl Code | City Telephone Fax E-Mail Address
Vendor Plant | 1140040 Test Vendor Plant 10
Vendor 1040065 Domestic Commodity Vendor 01 | 123 Main St 22033 Fairfax 555-655-6555 | 555-555-6666 | viva_pham@sra.com
Sold-to Party | 1000000 United States Dept of Agriculture Washington sincocka@gmail.com
Terms of Payment
Payment in Days Discountin %
0 0.000
0 0.000
]
Attachments
View: [Standard View] ~| Delete Row ¥ &
| Attachment File
|C:Wsers\Owner\Documen||  Browse... | Upload | Save
W
< >
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May 19, 2016

Click (the Upload button) to attach the electronic document to the invoice in WBSCM.

Supplier Self Service Bid Management Maintain Organization
Supplier Self Service | History, Back
]
Supplier Self Service =10
Partner Information A
View: |[Standard View] - F &
Description Business Partner | First name Street Street Code | Postl Code | City Telephone Fax E-Mail Address
Vendor Plant | 1140040 Test Vendor Plant 10
Vendor 1040065 Domestic Commaodity Vendor 01 | 123 Main St 22033 Fairfax 555-555-5555 | 555-555-6666 | wiva_pham@sra.com
Sold-to Party 1000000 United States Dept of Agriculture ‘Washington sincocka@gmail.com
Terms of Payment
Payment in Days Discountin %
] 0.000
0 0.000
0
Attachments
View: |[Standard View] | Delete Row E H
| Attachment File
C:\fakepath\Further Instructions and Details1. pdf
\ | Browse... | Upload fSave
v
< >

Click (the Save button).

Suppliers Reports
Supplier Self Service Bid Management  Maintain Qrganization
Supplier Self Service | History, Back
]
Supplier Self Service =)0}
Partner Information ~
View: |[Standard View] - F &
Description Business Partner | First name Street Street Code | Postl Code | City Telephone Fax E-Mail Address
Vendor Plant | 1140040 Test Vendor Plant 10
Vendor 1040065 Domestic Commodity Vendor 01 | 123 Main St 22033 Fairfax 555-655-6555 | 555-555-6666 | viva_pham@sra.com
Sold-to Party | 1000000 United States Dept of Agriculture Washington sincocka@gmail.com
Terms of Payment
Payment in Days Discount in %
0 0.000
0 0.000
0
Attachments
View: [Standard View] ~| Delete Row VY &
ir) | Attachment File
C:\fakepath\Further Instructions and Details1.pdf
\ | Browse.. | Upioad | Save
v
< >
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Click » (the Up arrow) on the vertical scrollbar to submit the invoice. Click (the

Submit button) to process the invoice

Supplier Self Service Bid Management Maintain Organization
Supplier Self Service | History, Back
»
Supplier Self Service B E
ction
Hold [ Print/Download Back
Basic Data
 \
Invoice: 7100005344 Status: |In Process Description: | AG-DPRO-P-14-0088
Document Date: | 04/21/2014 Reference Po No.: | 4300001058 Invoice Amount: | 5.000.00 usD
Vendor Reference: |ABC123
Products and Services
View: [[Standard View] - ¥ &L
Item Number | Product Name | Short Text Quantity = Unit | Netvalue | Tax Code Purchase Order No.  Purchase Order ltem
1 330099 DOD FRESH 5,000.000 EA  5,000.00 10 4300001058 0000000001 ﬂ
Update Quantity
QM Selections
View: |[Standard View] - C »
T Select | Light | Insp Lot = Created-On | Status | OrigQty | OpenQty | Inv.Qty = Premium | Discount View: |[Standard View] hd ¥ &
PO-tem = Tot.Premium | Tot.Discount | Other.Dis v
>

.One should receive message “Invoice Successfully Processed”.

Supplier Self Service Bid Management  Maintain Organization
| History, Back

Supplier Self Service
»
Supplier Self Service =100}

E Invoice Successfully Processed I
‘Different country’ field contents deleted because

Document Action

Submit | Hold | Print/Download [‘EHEE\

Basic Data

Invoice: 7100005344 Status: |In Process Description: | AG-DPRO-P-14-0088

Document Date:  04/21/2014 Reference Po No.- 4300001058 Invoice Amount: 5000 00
Vendor Reference: |ABC123

Products and Services

usb

¥ &

Purchase Order No. = Purchase Order ltem
4300001058 0000000001 i {

View: |[Standard View] b
Item Number | Product Name | Short Text Quantity = Unit | Net value | Tax Code
1 330099 DOD FRESH 5.000.000 EA 500000 10

Update Quantity

QM Selections

View: |[Standard View] -

You have completed this transaction.
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